
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publicatio; No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

- - 
OFFICE OFTHE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

_I- 

FOR RECORDS MANAGEMENT USE 
Application Number ?--- 7 0 , Q r )  

FOR AGENCY USE 11. Agency Address 
ipplication Date Dept. Natmal Resources 

COmnissioner's Office-%. 8i5 ' 
Date Completed 815 Trinity-Washington Bldg . O f f i c e r  

Executive Assistant-Legdand Hearing 

_. 
MAR 1978 (MAY 2 3 1978 

-. __ - .~ ~. 

_ _ ~ ~ .  ... 
ipplication Number 

. .  .~ .~ 

~ - .~ ~ 
-~ ~ -.. 

!. Person to Gnta i t  
Karen Beam 

Working Tide 
Confidential Secretary 

Telephone Number 
656-3508 

-.-I ~=~ .... - ..__I__ -. I __ ~- ~- -~ - ..__-.-~.I- - ~~~ ~~~~~~~ .~ 
1. Action Requested 

a. 
b. 

6 Estaatisn Retention Schedule; r+ord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

~- - CheckOne: 0 Change; 0 Super-cede; 0 Void 
(followed by title used in office: if different) 

-~ . ~. 

I. DatesBf Series 
Iarliest Latest 

1973 Subject Files 
i. Division and Office Function 

&cuthe Assistant to  the Cbnu&sicmer of Natyral Resmces. 
for the Departrnent. 
personnel cases. 

anld the O f f G n  G ich  this record series is created? 
Also Hearing O f f i c e r  

Attorneys review and execute contracts, hold hearings on 
Legal consultant to a l l  divisions of the Departrrent. 

r. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 

Achinistering and directing the operations of the Executive Assistant- 
Legal Office of the Comnissioner of Natural Resources 

- 
- - - +  .- , i - - _ ~  . Included are: - 

brrespondene, reports, studies, research niiiteria~, contract agreerents . 

. .  

~~ 

* .  
File i s  arranged: Subject files alphabetically . 

, . ?  - ,. . '. 
- ~ -  .. -. .. 

3. Monthly RefeG-te How often are records referred to which are: 

- One to six months old .=.; Seven to ..._ twelve . months old -Z&lL.-; Thirteen to twenty-four ', 

Letter .size-drawer - -  s ; Legal-size drawers ; Shelves 6 -, . Other (spebify) -- ~.-~- 

months o l d '  - 1  

1 

-, 
I _________ ~~ 

twenty-five months and older -. 

3. Annual Rate of Ammulationof Remrdr . 

- 
-- - i ~___._ ~~ 

R--50-71; Rev. ?S (Over) 



4 
..- _ . ~  ” . - _,..---~ __i _i -, . ~ z  I___ . ~~ 

.--. _________~ - ~ l _ l _ ” _  1 ~ -  10. Questionnaire -.-.:.l (Place a~n’)<_ll  in^ the proper.-plumn) 
a. I s  this the official copy of the series? 

If noLwhere is  it? - -~ ~ 

b, Boes the series contain coqidential information requiring security handling? If yes, cite law or regulation. ,i 

~ _ _  I 
~ 

, l_l_ ^-q_c__I__~---I 

- . ~ ~ - - - ~ - - ~ _ _ _ _ -  ~~ 

--.- 

. -I ~.. .- I-__ 

h. Is there a duplication of th is  series in your office, or in another office or agency? Duplication found in DNR 
--_- lf.vss, where? Commissioner! s Subiect~~~Files a&pther2,d.iis-ions of agency. 

- 
-̂  . .~~ - . z~ 

11. Retention Requirements The following requires the series to be kept: 

a. State Law -.-...I -years. d. Audit period ‘2 ,years. 
b. Statute of limitation l_-___l__years. e. Administrative need 10 .years. 
c. Fderal law i------.- .- 0 years. .~ f. -Federa[ reteritiorrinstiuctions ~ .&- ~ ~~ ~= years. ~~~ 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

0,t 
0 

~ -~~ ~ 

t ,  

For research work in preparing a present pfoject. 

I-___.- ~ -- -_~^.__I -~~ ~ .. . - . - - __ __ ---<----- -____ 
12. Amroved Disposition Instructions This agency recommends that the file series be cut off a t  thb end of each: 

18 Calendar Year; (1 Fiscal year; 0 Other -.___ __ _ _  then, 

Hold in the current files area -.-month(s) -2-- year(s); then 
0 Transfer to local holding area, hold -~ -.-year(s); then 
Q Transfer to State Records Center; hold ---. -year(s); then 
3 Destroy. 
Ip Transfer to State Archives for permanent retention. 
0 Other (Specify) 

These instructions apply to a l l  prior and future accumulations of the series. 

graph 12 are approved. 
(if disapproved, attach letter 


